APPLICATION FOR RECORDS DISPOSITION STANDARD

/ C
INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division ;
3. Dept , Division, Sulxlivision & Administering Office Address i FOR RECORDS MANAG_'EM'ENT DIVISION USE

! ' _ Date Received  Application No. Date Cumpleted

Department of Finance and Administration; ' :

-Division of Contracts and Procurement JUL_ 31 1978 79-“‘0 AUG 8 1978
Peachtree Summit, 401 W. Peachtree St. NE |- Application 2. Dept. Application No.
Atlanta, Georgia 30308

q, Person to Contact 5. Workfng Title- 6. Tetephone Number

U.C. Burnette Manager of Contracts 586-5273
7 Action Requested T
a. b Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated. _
c. 0O Amend Apptication No. _ Check One: {0 Change; [ Superceds: [0 Void
"B. Dates of Series 9. Records Series Title (followed by title used in office; if ditferent) T
Eatliest Latest
1973 |[Present | Construction Original Executed Contracts Files
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for deve10ping,.maintaining, and _.}
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and

maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. ; ’

e e ———— -+, —— - —— — e — e

[11. Record Series Description This file contains the following docunhlian—t—s finclude form numbers and titles, if any):
Attach samples of the file. . <
Documents relating to: Executing contracts : . to provide specific construction

services or long-range procurement items to the Authority.

. Included are: 'Original contracts_executed‘by MARTA and the vendor,
Payment and Performance Bonds, Powers of Attorney, Powers
of Execution, and Change Orders.

File is arranged: Apllhabetically by Construction Contract Unit number.
12. Monthly Reference Rate How often are records referred to which are: T

One 1o six months old _i-_:._._l_Q‘- : Seven to twelve months old _5__.1_0_" - : Thirteen to twenty-four months old __ D -..__10 :

twenty-five months and older 1 _ WL‘_ A

13. A;;I“u;ﬁ;te of Accd—r;dl—:;tion of Re}:ords T ' - T -- - - —]

Letter-size drawers

. ..; Legal-size drawers oo ; Shelves _l-Jj_ - ; Other {specify}
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YES | NO 14 Quesuonnalre (Place an I( in the proper cotumn) T . - _ﬁt—;'\
[ T T T8 s this the ‘official copy of the series? T T o T T
x If not, where is it? ' o
X b, Does_t;u-a s;;iés _c_;;n_a_m confldenua! mformahﬂn requ-r;r:évs;;:_l;rltv_h;ﬁaﬁagﬂT;;s_én—ﬂ-aw or’ regu!auon T T T
' .
, ]
I B Y
X d Doy lﬂ .dlu"ifh.l\g- hastowicil on Tong term reseinch vidue?
o When ome o lwu dacents o B Bhe make 3 necossny To kaeep dbe entne ble Ton a0 long peood . could these docoments be
|l x | scheduled seporately? I |
| % | _ 1 _tstheinformation contained in this series ever published? If yes. attach copy. T
g. Is the information contained in this series ever saalyzed and/or recorded in a summarized rapart? . o oo
X I ves, auach  copy. _ )
h. Is there & dupllcatuon of this series in vour (_);f_lc_e—;r in anotﬂt:;:oﬁmr agency? R
X If ves, where?
x| ﬁi:‘ls this serué??o:; -r;a-;oiportron of :i} regularly mlcrgf_ll_med;‘ﬁu -.: T e T T
X i. Does the record saries ksult ina computer prmlout’ T T
156, Retenuon Requirements o RM7The foliowmg I'Hl:';s the ;rI;; t;l;; ie_bt o T Tt
a. State Law —————__ years. d. Audit period —— e e . Y OBES,
b. Statute of limitation — e e, YEETS, e. Administrative need e e e eee. YeATS.

c. Federal law © . yeECS, - . Federal retention instructions .3 - years. /an

' . : 2L 77 W .
Attach copy or excert of laws or regulations. Explain administrative need. &0'"7&&24‘.« f Mife /

FCLW
umta IT.D- 9 v/

Approved

— ——— —— T e e e =i WL e e et —— e —— — ——— e _' CEEZe e —— e i - —— e >t ——— ———— e e e ]
16. Approved Dnspomt:on Instrucrions This agency recommends that the file series be cut off a1 1he end of sach:
[ 1 Catendar Year; 1] Fiscal Year; M Owher _ @£€0 M‘u& — e e e _then,
1) Hold in the current files area e . . _monthls) e —__ _ yeatls}; then
[ Transfer to local holding area; hold cmo— . _ yearls}; then
(3 Transfer to State Records Center; hold ... yearls); then
O Destroy. \
[ Transfer to State Archives fGr permanent retention. ' ‘
X Other (Specify! .
‘Hold in current files area until Board acceptance of the contract or
final payment under the contract.
Then: transfer to Authority Records Center, Hold for three years
past completion of MARTA project; then destroy.
These instructions apply to alt prior and future accumulations ol the seues
{Inchcate hrie__l_h_,r ralionale for lf,'(.‘Ol'l'Ithn(LHmn ahove/on write addional remarks):
| 17, APPROVALS T T

Cepartment Records Management Officar “Date

Dgnartment of Archwes anc Hrstorv

Approved "MARTA Management Advlsorv Commitrae  Data




